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Apply For a Job  
 
Before you apply for a job, you must have registered, have a valid login ID (which is your email 
address) and password.  Current Miami-Dade County employees must login in through a different 
link, however, the application is the same for both internal and external applicants. 
 
Completing an employment application is not difficult but the first one you create can take 
anywhere from 20 to 40 minutes to finish.  To spend less time on the task, have the following 
readily available, as you will be asked to provide the information: 
 

• Driver’s license number, license class and expiration date 
• List of employers with employment dates and occupational titles 
• List of schools with attendance dates and degrees earned 
• Licenses and certificates, issue and expiration dates, names of licensing or certifying 

bodies 
 

 
 
As requested, (please see screen print below) enter your email address (which is your login or 
user ID) and your password.  Then click on the login button. 
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To search for jobs, click on the search button as shown on the screen print below.  This example 
is geared toward searching openings posted in the last month only.  You will be able to select 
one of five different options. 
 

 
 
In this example, ten jobs are visible because ten were posted in the last month and remain open.  
To apply for a specific job, click on the select box to the left of the posting title.  See screen print 
below to apply for the Clerk 4 position in the Elections Department. 
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After selecting the Clerk 4 position, click on the button that says, Apply Now. 
 

 
 
The screen that follows Apply Now contains a message for the applicant.  The message is a 
warning that depending on your monitor, you may not be able to see the entire application at 
one time.  You may need to scroll down and to the right on all screens to insure you see each 
section of the application. 
 

 
 
The application has six pages or sections.  They are: (1) Education and Work Experience, (2) 
Competencies, (3) Veterans’ Preference, (4) Background Information, (5) Additional Information 
and (6) Complete Application. 
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Except for the last step you can work on the application in whichever order you prefer. Complete 
the Application must be last.  If you do not leave it for last, you risk submitting a blank or 
incomplete application. 
 
The screen print below shows the link to the Education and Work Experience page or section.  
Notice that to open a section for data entry, you need to click either on the plus sign or the Add 
Work Experience Link.   
 

 
 
See the screen shot below for a view of the page on which you enter your work experience.  You 
may click on the calendar to select the dates or enter the information (mmddyyyy) without any 
punctuation.  
 
If you are currently employed, you should not enter an end date when providing information 
about that job. 
 
The box in which you enter the duties of the position and the reason why you left is very 
important.  If you have a resumé in an electronic format, you can use it to cut and paste the 
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information instead of re-entering it here.  Please take the time to enter as much detail as 
possible as this is the one field on the application where you can provide information about 
yourself in a free-style format.   
 
On the screen shot below, to your right, there is a book with a check mark icon.  It is a link to 
the dictionary where you can check to see if you made any typographical mistakes. 
 
You can enter more information regarding your work experience by clicking on the Save & Add 
More Button.  Each click will result in the display of blank fields. 
 

 
 
To indicate how much formal schooling you have, click as shown on the screen print below. 
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When you click on the drop down menu, you will see a number of options from which you can 
choose one.  Select the option that best describes your formal schooling. 
 

 
 
To enter your high school information click on the plus sign or on the Add Primary and Secondary 
History link.  If you finished high school and have any post-secondary formal education data to 
enter, click on the plus sign or on the Add Post-Secondary Education link as shown below. 
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The first blank field you see is for you to enter to the state in which you went to school.  You can 
either enter the name of the state or choose from the drop down menu, as shown on the screen 
print below. 
 

 
 
The second blank field is reserved for you to enter the name of the school, college or university 
you attended.  The drop down menu contains the names of a large number of these institutions 
of higher learning.  If the school you attended is not listed among those for you to select, enter 
the name in the blank field on the screen at the immediate right called: Other.  See screen print 
below for illustration. 
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Applicants with formal college education need to enter information regarding their areas of study 
or majors.  The drop down menu, shown on the screen print below, allows applicants to choose 
from a large number of options.  If your major is not listed among the options, provide the 
information in the field immediately to the right and titled: Other. If you had more than one 
major you simply enter the information twice.  The difference between the two entries should 
only be in the major you select. (See additional screen prints below for an illustration of the 
“other” fields.) 
 

 
 
See screen prints below for additional guidance on this page.  Note that fields for your grade 
point average (GPA) and graduation date are available but you are not required to enter 
information.  You are required to provide information in the fields marked by an asterisk.  On the 
post-secondary education page, data is required in three fields only and an asterisk identifies 
each required field. 
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If you have entered all the information about your formal education you can click on the Save & 
Return button, or you can click on Save & Add More if you need to enter more data.  See screen 
print below. 
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In addition to your formal education, the application has a place where you can enter information 
regarding any formal training you have received.  For example, if you learned how to use a 
database by attending continuing education classes at a local high school, vocational school, 
college or university, this is the place on the application where you can record the information.  
You can navigate into the section by clicking on the plus sign or on the Add Job Training link. 
 

 
 
Once you have entered all the information about your work experience, formal education and 
training continue by going to the Competencies link (see screen print below).  In this page of the 
application you can provide information regarding licenses and certificates, languages you speak, 
understand, read and write, organizations to which you belong and any honors or awards you 
may have earned. 
 
To navigate and enter information on this page, repeat the steps shown before.  Click on the plus 
sign or Add Information Link to open the data fields. Identify the fields you are required to 
complete by the asterisk next to their names, and pull information from drop down menus or 
enter it yourself. 
 
A very important section in the Competencies page is the one where job specific questions are 
asked of the applicant.  The questions are specific to the position for which you are applying.  If 
you are applying without a job, you will not see any questions because jobs and questions go 
together.  These questions need to be answered carefully because your answers will determine 
whether or not you meet the minimum requirements for the job.  The following screen prints are 
illustrations of the kinds of questions you may see.   
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Some positions require licenses or certificates.  In this section of the Competencies page you can 
enter the information by following the same type of steps taken to complete the Education and 
Work Experience page. 
 
If the position for which you are applying does not require a certificate or license, you do not 
need to complete this section.  However, if you have earned certification or licensure in a field 
and want us to know, this is the section to complete. 
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To provide information regarding your knowledge of another language, click on the plus sign or 
Add Languages link to open the section. 
 

 
 
In the languages section, you can identify the language and rate how skilled you are at speaking, 
reading and writing the language.  You can rate your proficiency or skill level as low, medium or 
high.  To provide information on more than one language, click on the Save & Add More button. 
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To provide information regarding organizations to which you belong, click on the plus sign or on 
the Add Memberships link to open the section. 
 

 
 
Note that none of the fields regarding membership information is required.  You may, however, 
enter information about the organization’s mandate, vision or reason for existing.  Mandate 
position is the field in which you can describe your role in the organization.  Among the mandate 
positions are member-at-large, officer, or a past officer such as past-president. 
 

 
 
To provide information regarding honors and awards you have earned, click on the plus sign or 
the Add Honors and Awards link to open the section.  There are no required fields here. 
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You have now completed the Competencies page of the application.  If you are going to claim 
Veterans’ Preference, move on to the Veterans’ Preference page or section of the application 
which is shown on the screen print below.  If you are not going to claim preference, you can 
navigate to the Background Information page. 
 
The Veterans’ Preference page contains a significant amount of information for the applicant as 
shown on the screen print below. 
 

 

 
 
Once you claim preference, you need to prove your eligibility.  For instructions, read the 
documentation requirements on the Veterans’ Preference page and respond as directed within 
the indicated timeframe.  An applicant’s failure to provide the requested information within the 
time allowed, will forfeit his or her eligibility for the preferential treatment afforded under Florida 
law.  Directions appear on the application as shown on the screen print below. 
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The screen prints below are part of the Veterans’ Preference page.  The questions asked are 
straightforward and the data must be provided.  Any questions should be emailed to 
veterans@miamidade.gov.  Another option is to call (305) 375-JOBS (5627).  Do not permit 
unanswered questions to create a delay.  Be sure to submit the documentation as directed and 
within the timeframe allowed. 
 

 
 

 
 
The two screen prints below show two notices, one for external applicants claiming preference 
and the other for current Miami-Dade County employees who are also claiming preference. 
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You have now completed the Veterans’ Preference page of the application.  The next step is to 
navigate to the Background Information page. 
 
The question, “Have you ever been convicted of a crime?” must be answered.  If the answer is 
no, the screen will look like it does on the screen print below. 
 

 
 
If the answer to the question is yes, the Add Conviction link will be activated.  You can get access 
to the related section by clicking on the plus sign or on the Add Conviction link.  Please note that 
all fields are required.  Data must be entered in each. 
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As is the case in other sections of the application, if there is more than one conviction in your 
history, you can get access to additional fields by clicking on the Save & Add More button.  
 
If you have ever been the defendant in a lawsuit, you need to provide all appropriate 
information.  If your answer to the question posed is yes, you can gain access to the appropriate 
section by clicking on the plus sign or the Add Lawsuit link.  See the screen print below to read 
the question. 
 

 
 
Please note that all fields are required.  Data must be entered.  If you have been sued more than 
once, you can get access to additional blank fields by clicking on the Save & Add More button as 
shown on the screen print below. 
 

 
 
The screen print below shows the questions related to your driving history.  If your license has 
been suspended or revoked and you answer the question with a yes, the Add Driver License 
Suspension/Revocation link will be automatically activated.  To enter additional information 
related to your yes answer, click on the link or the plus sign. 
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Details regarding the suspension or revocation must be provided.  Note that each field on the 
print screen below is marked with an asterisk noting that it is a required field.  If your license has 
been suspended more than once, you can get access to additional blank fields by clicking on the 
Save & Add More button. 
 

 
 
If the position for which you are applying requires possession of a driver’s license, details must 
be entered into the application.  You get access to the appropriate screen by clicking on the plus 
sign or on the Add Driver License link as shown on the screen print below. 
 

 
 
The following screen print illustrates the section where driver’s license information should be 
entered.  Again, if the position for which you are applying requires a driver’s license, you must 
complete this section.  
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To enter information related to your references, click on the plus sign or on the Add Reference 
link to open the section.  Note that you are being asked to provide the name of two references 
from your professional or academic life and the name of one reference who knows you 
personally.  Note that although a significant amount of information is requested, data is required 
only for the few fields marked by an asterisk. 
 

 
 
The screen print below shows that we are interested in knowing how you learned about the job 
for which you are applying.  While providing the information is not required, we encourage you to 
enter the data requested.  Your input will help us measure the effectiveness of our different 
recruitment efforts.  
 

 
 
If you are a former Miami-Dade County employee please give an affirmative response to the 
question on the screen print below and provide details as requested.  If you worked in more than 
one department, enter the name of the department where you last worked before you left.  If 
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you worked for the county more than once, provide information regarding the very last time you 
were employed by the county. 
 
Florida has a law forbidding nepotism in the public sector.  If you have a relative who currently 
works for the county, you must answer yes to the question toward the bottom of the screen print 
shown below.  When you do, the Add Relative link will be activated. 
 

 
 
The law requires that you identify the person or people to whom you are related and your 
relationship to them.  To get access to the appropriate screen, click on the plus sign or on the 
Add Relative link.  On the Relationship to Employee data field there is a drop down menu.  On 
that menu you will find the relationships expressly identified in the law.  You can select your 
option and continue.  Note that three of the five fields in this section are marked with an asterisk 
and are, therefore, required.  If you have more than one relative employed by Miami-Dade 
County, you can access additional blank data fields by clicking on the Save & Add More button. 
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Once you have finished entering data in the Additional Information page, you are ready to 
complete and submit your application.  To submit an application you MUST click on the SUBMIT 
button as shown on the screen print below.  If the submit button is not clicked, the application 
will remain in the system as a draft, you will not be an applicant and you will not be considered 
for employment based on the information you provided.  Until the SUBMIT button is clicked, you 
have not applied for employment. 
 

 
 
After you click the submit button, you will be asked to provide information regarding your race or 
ethnicity and gender; see screen print below.  Providing this information is strictly voluntary.  
Whether you enter the data as requested or not, will have NO bearing on your application for 
employment.  If you decide to enter the information, we appreciate the assistance you are giving 
us in maintaining these records.  If you elect not to provide the information, simply check on the 
box indicating that you decline. 
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After the self-identification screen, you will see the terms and conditions upon which you are 
submitting your application for employment.  Please read them carefully.  If you do not 
understand what will be expected of you, please call (305) 375-JOBS (5627) for clarification. 
 
As shown on the screen print below, you need to state your position.  You can do so by clicking 
in the circle next to one of the two options presented. Please note that the SUBMIT button 
appears gray, meaning that you cannot use it.  It will remain that color until you indicate 
agreement. 
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As soon as you indicate agreement, the SUBMIT button will be available for you to click.  Please 
note that you have not officially applied for employment until you click the SUBMIT button that 
appears on this last screen print.  To be considered as an applicant for employment, you MUST 
click the SUBMIT button on this page! 
 
 

 
 
Upon clicking the SUBMIT button, the system will automatically show you that you have 
successfully submitted your application, as shown on the screen print below. 
 

 
 
If you navigate to your Careers Home, you will see the status of your application.  The screen 
print below illustrates that you applied for the Clerk 4 position in the Elections Department. 
 

 
 
 
 
 


